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REGISTERING FOR TRAINING  

REGISTERING 

Our monthly newsletter will have a link to release notes training. Click on the link to register.  

On the registration page, you will see session information and a form to enter your details. 

Each participant will need to register separately if they are attending the session from their individual computer. You 

must have the Zoom client installed. 

Enter your details in the required fields, then click Register. 
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EMAIL CONFIRMATION 

Once you have registered, you’ll receive an email confirming your registration. This email contains the local time and date of the 

session and it will have a downloadable calendar event. 

Click on the link in the email to download a file and create the calendar event to save to your calendar. 
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JOINING THE SESSION 

JOIN USING THE EMAIL LINK 

Open the email and click on the link in the email.  

 

A web page will open automatically and will open the Zoom desktop application.  

 

If you do not have the Zoom desktop client, click on Download Now to download. You must have the Zoom client to 

attend the session. 
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Once you have successfully joined the session, you’ll see the below Zoom window.  

 

 

 

 

 

 

 

 

 

 

 

 

 

JOIN USING THE CALENDAR EVENT 

Open the event from your calendar (e.g. Outlook) and click on the link. 
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A web page will open automatically and will open the Zoom desktop application.  

 

If you do not have the Zoom desktop client, click on Download Now to download. You must have the Zoom client to 

attend the session. 

Once you have successfully joined the session, you’ll see the below Zoom window.  
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CONNECTING TO AUDIO 

Once you’ve joined the Zoom session, you’ll be prompted with the following screen to select your audio option. 

You can connect by: 

• Phone Call; or, 

• Computer Audio; or, 

• Call Me 
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If you don’t see the any audio options, click Join Audio on the bottom left of the interface. 

 

 

 

 

 

 

 

 

 

 

 

 

 

AUDIO BY PHONE 

You can use your phone to: 

1. Call the Zoom conference number 

2. Have Zoom call you on a mobile or landline 

 

 

 

 

OPTION 1: 

Dial into the Zoom conference line  

If you select Phone Call, call the number shown on screen and 

follow the prompts. 

You will be asked for the: 

• Meeting ID 

• Participant ID 

• Passcode 
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AUDIO BY COMPUTER 

Select Computer Audio if you have a microphone 

and speakers (or head set) connected to your 

computer and wish to use the computer audio.  

 

 

 

 

 

 

 

  

OPTION 2:  

Have Zoom call your mobile or landline 

Select or enter your mobile number or landline including the 

area code, and then click Call Me. 
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PARTICIPANTS AND CHAT PANEL  

The Participants and Chat panels are used to communicate to the presenter and other attendees.  

If these panels aren’t visible, click on the Participants and/or Chat icons on the bottom of the Zoom window.  

 

 

 

 

 

 

 

 

 

 

 

 

 

PARTICIPANTS PANEL 

The Participants panel will show you a list of people in the session, 

including the host, presenters and other attendees. 

At the bottom of the panel, you’ll see buttons that can be used to 

communicate with the presenter. 

  We’ll ask you to use these buttons throughout the session. 
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CHAT PANEL 

The chat panel is used to chat to the presenter or other participants.  

You can use the To dropdown list to select who you would like to chat 

to. 

 

 

 

 

 

 

 

 

 

 

LEAVING THE SESSION 

To leave the training session, go click Leave at the bottom left of the Zoom window. You’ll be asked to confirm before leaving 

the session.  

 

 


